Comparison of items on high school permanent record forms and employee merit rating forms. by Walker, John Olin
University of Massachusetts Amherst 
ScholarWorks@UMass Amherst 
Masters Theses 1911 - February 2014 
1954 
Comparison of items on high school permanent record forms and 
employee merit rating forms. 
John Olin Walker 
University of Massachusetts Amherst 
Follow this and additional works at: https://scholarworks.umass.edu/theses 
Walker, John Olin, "Comparison of items on high school permanent record forms and employee merit 
rating forms." (1954). Masters Theses 1911 - February 2014. 2895. 
Retrieved from https://scholarworks.umass.edu/theses/2895 
This thesis is brought to you for free and open access by ScholarWorks@UMass Amherst. It has been accepted for 
inclusion in Masters Theses 1911 - February 2014 by an authorized administrator of ScholarWorks@UMass 
Amherst. For more information, please contact scholarworks@library.umass.edu. 
i UMASS/AMHERST 
3130^0134^1232 
OJllll'Y\lU](‘-5i)'N Ml-' row.'; <ai 
ili[;ii:,:ii(;vtm .■ :ft-iiciis.]M(/\m'.Irji' i:;ij:■:/.oi:■-]D boldWi:; / l>]; 
IKMHf A IK/VOWFo'JrJM.'" 
WAI JTJ-M - 'ttiM 
COMPARISON OF ITEMS ON 
HIGH SCHOOL PERMANENT RECORD FORMS AND 
EMPLOYEE MERIT RATING FORMS 
' ; •; * 
BY 
JOHN OLIN WALKER 
A problem submitted in partial fulfillment 
of the requirements for the 
Master of Science Degree 
University of Massachusetts 
1954 
* 
TABLE OF CONTENTS 
! 
TABLE OF CONTENTS 
TABLE OF CONTENTS . 
LIST OF TABLES ..... 
CHAPTER I - - INTRODUCTION 
The Problem in General . 
The Specific Problem 
The Nature Of This Study . 
CHAPTER II - - THE PROBLEM AND METHOD OF APPROACH 
Statement of Problem • . . 
Gathering of Material . 
Interpretation • • . 
CHAPTER III - - HIGH SCHOOL PERMANENT RECORD FORMS 
Size of Forms .... 
Nature of Items .... 
Items Concerning Scholarship 
Items Concerning Personality * . 
CHAPTER IV - - EMPLOYEE MERIT RATING FORKS 
Number of Forms . . . . 
Nature of Items .... 
Rank Order of Items .... 
CHAPTER V - - COMPARISON OF SCHOOL RECORD 
AND MERIT RATING ITEMS 
The Principal Differences . . . 
The Items Compared .... 
Definition of Items .... 
General Observations , 
The Purposes of f4erit Rating 
Page 
ill 
vi 
2 
2 
4 
5 
8 
8 
8 
9 
11 
II 
11 
13 
15 
19 
19 
19 
22 
26 
26 
27 
29 
34 
35 
iv - 
CHAPTER V - - (Continued) 
The Purposes of Student Evaluation 
CHAPTER VI - - CONCLUSIONS 
The Differences . . * 
The Unfairness of the Marking System 
Suggestions for Improved System 
Work of National Authorities . 
Final Statements . . . 
Suggestions for Further Study 
APPENDICES . 
BIBLIOGRAPHY . 
Page 
. 37 
41 
41 
42 
44 
45 
4? 
48 
51 
, 53 
LIST OF TABLES 
LIST OF TABLES 
Page 
TABLE I - - Size of Permanent Record. Forms • . 11 
TABLE II - - Items Relating to Academic Grades . 14 
TABLE III - - Personality Items Appearing on 
School Record Forms . « .16 
TABLE IV - - Items Appearing on Merit Rating Forms . 21 
TABLE V - - Rank Order of Merit Rating Items • 23 
TABLE VI - - Matching of Principal Items on 
School Record and Merit Rating Forms . 28 
CHAPTER I 
INTRODUCTION 
) " 
V 
CHAPTER I 
INTRODUCTION 
The Problem in G-eneral - - In recent years the general 
public has shown unusual concern regarding the education of 
Its young people. While most people seem complacent, a gen¬ 
eral dissatisfaction with our school system is evidenced in 
the many heated controversies which arise concerning the 
various aspects of our school problem. The nature and ex¬ 
tent of this dissatisfaction was revealed quite clearly in 
the October 15, 1950 issue of Life. Public opinion on the 
key issues in the controversy was indicated by the findings 
of the survey made by Elmo Roper. This survey showed that 
while most people thought school children were being taught 
more useful and worth-while things than they were twenty 
years ago, only about one third were satisfied with the 
school system in their own community. It also revealed 
that where the schools job years ago was to teach reading, 
writing and arithmetic, today some ninety per cent of the 
general p\iblic feel that it is also the business of the 
school to train the whole child-even to the extent of 
teaching him honesty, fair play, consideration of others 
and a sense of right and wrong. 
That the controversy persists with increasing Intensity 
is apparent In the article by Howard Whitman in the February 
15, 1954 I ssue of Colliers*. The problem is further com¬ 
plicated today by the difficulty of distinguishing between 
the activities of conscientious, and patriotic American 
t 
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citizens and the subversive activities of those who would 
destroy us. Serious as this situation may be, what dis¬ 
turbed parents most, according to Mr. Whitman, was the 
fundamental fact that children were sent to school to learn 
and many of them weren’t learning as much or as fast as 
they should. 
Many publications of the U. S. Office of Education 
also testify to the seriousness of the situation. The Com¬ 
mission on Life Adjustment Education for Youth has recog¬ 
nized that many high schools continue to be dominated by 
traditional curriculum patterns which emphasize verbal and 
abstract learning or place undue emphasis on specialized 
courses useful to a relatively small number of pupils. It 
points out that in spite of the widespread efforts to uni¬ 
versalize secondary education, statistics for 1947-48 reveal 
that only about seven youths out of ten enter senior high 
school and fewer than five of them remain to graduate. 
If the schools were successful in doing the job they 
are intended to do, obviously more young people would remain 
through high school and would enjoy and profit by the ex¬ 
perience. An answer to the question r,Why do boys and girls 
drop out of school” would seem to throw considerable light 
on some of our most serious problems, while this present 
study has a bearing on the matter of school holding power, 
it does not pretend to answer the above question. It Is, 
however, concerned with an aspect of school life which is 
- 4 - 
indirectly responsible for many school drop-outs. The sub¬ 
ject for this study evolved from the observation that the 
present system of evaluating student progress in most of 
our high schools Is not consistent with our present concept 
of educational objectives. 
The Spec iflc Problem - - Simply stated, we are attempt¬ 
ing to train the ‘’whole child”, yet we continue to evaluate 
his progress wholly on the basis of academic achievement. 
k child will naturally direct his attention towards those 
things which have a personal significance for him, yet in 
school he is expected to accept ’’marks” as his immediate 
goal. Many students are able to make this adjustment, but 
many others, especially those who are unable to maintain 
satisfactory marks, become discouraged and frustrated. 
Whether these individuals leave school or remain in school, 
they present a very serious problem. The adoption of any 
practice which would tend to prevent rather than provoke 
frustration in school students would contribute both di¬ 
rectly and indirectly to the solution of many of our most 
troublesome school problems. 
Since any educator will agree that academic achievement 
represents only one of the many sound educational objectives, 
It seems only logical to expect that academic achievement 
should represent only one of the factors by which student 
progress Is evaluated. In actual practice, however, a 
student’s progress is determined wholly by marks; any other 
c 
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information which is recorded regarding the student is com¬ 
piled ostensibly for guidance purposes, or Hfor the records 
To put it more plainly, while the objective of the school 
is to adequately train the "whole child", the child1s ob¬ 
jective is "marks". 
The Nature of This Study - - In order to provide a 
basis for judging the effectiveness and fairness of our 
present system of evaluating student progress, the writer 
has gone entirely outside the educational field to consider 
the factors upon which a person is rated after he has left 
school and taken employment. This move seemed entirely 
feasible since the preparation of youth for successful em¬ 
ployment is one of our principal educational objectives. 
Certainly the qualities which an employer desires in his 
employees should be the same qualities which were culti¬ 
vated while these persons were in school. 
This study does not have as Its objective the reform 
of our present system of marking school students. It does, 
however, propose to throw light on some of the factors to 
be considered as we strive to bring our marking system up 
to date. To secure organized and authentic Information 
concerning the rating of people "on the job", the writer 
has gone directly to Industry where the matter of employee 
rating has become a major factor in industrial management. 
By comparing the items found on high school permanent re¬ 
cord forms with those found on the Merit Rating forms used 
by Industry, an attempt will be made to draw some conclusions 
concerning the evaluations of people, particularly young 
people in high school. 
CHAPTER II 
THE PROBLEM AND METHOD OF APPROACH 
CHAPTER II 
THE PROBLEM AND METHOD OF APPROACH 
Statement of Problem - - In Its broadest aspect, this 
study concerns the problem of revising our present system of 
grading high school students to make it consistent with the 
modern philosophy of education. More specifically this study 
attempts an evaluation of the items relative to grading or 
rating found on high school Permanent Record forms. To ac¬ 
complish this end, the items found on the Permanent Record 
forms used in the high schools of Connecticut will be com¬ 
pared with the items found on the Employee Merit Rating forms 
used in several leading industries and business organizations 
in Connecticut. 
fathering of Material - - The first step will be to con¬ 
tact either personally or by letter each of the high school 
principals in Connecticut to obtain copies of their Permanent 
Record form. The leading Industries and business establish¬ 
ments in Connecticut will also be contacted to obtain copies 
of the Merit Rating forms which they use. 
The writer plans to make as many personal contacts as 
possible in gathering this material In order to learn the 
views of people concerned with each type of form. As back¬ 
ground for this study, it will be helpful to know whether or 
not certain forms are working out satisfactorily and what 
changes seem, advisable. It will be helpful to acquire first¬ 
hand information concerning the frequency of reporting and 
the use made of the records. The writer also wishes to 
determine the extent to which employers make use of the 
high school record of prospective employees. 
After gathering these forms, those items relative to 
grading or rating will be summarized in large master tables. 
The material in these tables will then be analyzed, arranged, 
condensed and finally prepared in simplified table form. 
Interpretation - - Sefor© an attempt is made to Inter¬ 
pret this information, the writer will secure and study a 
variety of books, magazines and pamphlets which deal with 
some phase of the problem. While some of these may be listed 
in the bibliography, there will be no reference to most of 
this material since it will have no direct influence on 
this study.. This phase of the research is intended not as 
a means of accumulating data, but rather as a means of broad¬ 
ening the knowledge of the writer. While this is a study of 
"items” and not of "Method", a clear understanding of method 
is nevertheless necessary if sound conclusions are to be 
reached. Supplementing this information with personal ex¬ 
perience as a teacher, the writer will then make a critical 
study of the data, prepare the necessary interpretations 
and arrive at some significant conclusions. 
I 
; 
CHAPTER III 
HIGH SCHOOL PERMANENT RECORD FORMS 
( 
CHAPTER III 
HIGH SCHOOL PERMANENT RECORD FORKS 
Size of Forms - - The material in this chapter is based 
upon the items appearing on the permanent record forms of 
sixty-seven of the seventy-seven public high schools in 
Connecticut. Probably the most striking feature of these 
forms is their wide diversity. The range in sizeand typ© 
is summarized in Table I. The most common size is an 8§ X 11 
TABLE I 
Size of Permanent Record 
✓ 
Forms 
Size Number 
4 X 6 — 5 X 8 Card 16 
6 X 8 — 8 X 10 Card 10 
8 X 11 — 9 X 12 Card 20 
9 X 12 Folder 11 
9 X 12 Envelope 10 
card. With the exception of one form which was used by two 
different schools, these forms differed widely with respect 
to the items considered as well as In size. 
Nature of Items - — While these are classed as the per¬ 
manent record forms, it must be borne in mind that in many 
cases a variety of other forms are used. The cards may be 
kept in plain folders, and envelopes may contain other forms 
- 12 - 
and bits of Information. However, the appearance of an Item 
on the permanent record form would seem to be indicative of 
the importance placed upon this particular item. Since this 
part of the study is concerned not with all of the data com¬ 
piled on each student, but only that which is definitely used 
4 • , r i ; ' 
in grading or rating the student, those items actually appear¬ 
ing on the permanent record form are considered sufficient 
for the purpose of this study. 
An examination of all of the items found on the sixty- 
seven forms Involved in this study reveals a close similarity 
with the items recommended for cumulative records by the 
National Committee on Cumulative Records.^ This committee 
has listed recommended items under the following main head¬ 
ings: 
Personal (name, birth date etc.) 
Home and Community (family background etc.) 
Scholarships (school marks, rank in class etc.) 
Test Scores and Ratings (I, Q., personality rating etc.) 
School attendance 
Health 
Anecdotal records 
Kiscellaneous (employment, extra-curricular activities) 
.. , ' . t . i. t- i . , r . . , i , , > j 
"»«"  i.» •rnmrnmmmi.-iv>mm» .  
(l) _ Handbook,of .Cumulative Records U.S. 
Office of Education Bulletin 1944, No. 5, 1945. p, 8 
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Valle several of the forms examined were concerned 
almost entirely with personal and scholastic items, col¬ 
lectively the items found grouped quite logically under 
the above eight categories. However, since this study is 
principally concerned with the rating or grading of students, 
only the Items "Scholarship", and "Tests Scores or Ratings" 
are considered in this study. 
The item "'Extra-curricular Activities" appears on 
5-6.7/o of the forms and in many coses actual credit is 
given for participation. However, when credit is given, 
the activities are itemized along with the academic subjects 
and graded in a similar manner. For this reason the item 
"Extra-curricular Activities" has not been included as a 
separate item in this study. 
Items Concerning Scholarship - - As might be expected, 
all of the forms bore items relating to the academic grade 
received by each student in each of the subjects taken. 
Table II summarizes the items relating to academic achieve¬ 
ment found on the permanent record forms of sixty-seven 
public high schools in Connecticut. 
As might be expected, almost all schools record a 
final mark and also credits earned. About half record 
semester or other periodic marks, and also the student*s 
rank in the graduating class. About one fourth record ex- 
amlnatlon scores and nearly three quarters of the schools 
record standard test scores. In addition to the items in- 
- 14 
TABLE II 
Items Relating to Academic CJra&es 
Item 
Ho. of Forms 
Listing 
% of 
Total 
Final Mark for Course 64 95.5 
Credits Earned 61 91.0 
Periodic Marks 37 55.2 
Rank in Class 30 44.8 
Examination Marks 17 25.4 
Standard Test Scores 47 70.1 
eluded in the table, each form also provides for a final 
yearly grade or total credits earned for each student. While 
the standard test scores do not directly affect the final 
grades or credits, they are included in this table because 
they are closely allied with academic achievement. 
In a survey based on 1,774 city and county schools in 
the country using cumulative records,^ it was revealed that 
of the secondary schools 88$ recorded school marks, 44$ re¬ 
corded rank in graduating class, 69$ recorded test scores. 
The number of schools recording school marks would have been 
greater if those recording only final averages were included. 
It would appear that the records involved in this present 
——1 ——  - 
(2) Ibid, pp 3, 5 
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study compare closely with those used in the country as 
a whole with regard to Scholarship*1 items. 
Items Concerning Personality - - The items generally 
classed as “Personality RatingH appeared on 49*3$ of the 
forms. In some cases they are considered “Descriptions 
of Behavior**, not as ratings. Since these items in no* 
instance affect the final grade of the student, it would 
appear that, with regard to function, they might all be 
better classed as “Descriptions of Behavior**. 
Because the definition of many of these personal 
items Is very broad or indefinite, it has been difficult 
to classify them satisfactorily. However, in order to 
simplify the interpretation of this data, an attempt has 
been made to group Items which in some respect seem re¬ 
lated. For example, in preparing Table III, shown on the 
next page, the items Cooperation, Courtesy, Manners and 
Consideration were Included under “Concern for Others”; 
Dependability and Reliability were included under “Re¬ 
sponsibility **; Leadership was included under “influence”; 
and Integrity, Honesty, Self-control, Alertness, Per¬ 
sistence, Concentration and Reliance on Self were in¬ 
cluded under “PersonalityTable III summarizes the 
items on the school record forms generally included under 
“Personality Ratings”. 
It would appear that some significance might be at¬ 
tached to the rank order of the items in Table III. “Con- 
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TABLE 1X1 
Personality Items Appearing on School Record Forms 
Item 
Times 
Mentioned 
% of Total 
Items 
♦Concern for Others 34 
, .4. , ' . 
13.8 
♦Industry 31 12.6 
*• 
♦Responsibility 31 12.6 
♦Initiative 23 9.4 
♦Influence 22 8.9 
Personality 18 7.3 
Health 17 6.9 
♦Emotional Stability 13 5.3 
Personal Appearance 12 4.9 
♦Seriousness of Purpose 12 4.9 
Accuracy 7 2.9 
Judgment 7 2.9 
Behavior 6 2.4 
Punctuality 3 1.2 
Miscellaneous 10 4.0 
Adjustability 
Greativeness 
Citizenship ( ♦ Items on “Personality 
Use of Leisure Record1* prepared by the 
Promise for Success National Association of 
Respect for Property Secondary Lchool Principals) 
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cern for Others”, for example, is apparently a more im¬ 
portant item than is "PunctualityM. However, the writer 
feels that rank order is not a. vital matter since the rela¬ 
tive importance of each item would vary according to the 
policies and objectives of each individual school and also 
of each course. The table was prepared principally to 
show the nature of the personal qualities which -are item¬ 
ized on these Personality Ratings. The effect of the form 
prepared by the National Association of Secondary School 
Principals is evident not only from the table, but also 
from a comparison of the individual forms. Several forms 
use this identical scale, others have quite apparently been 
patterned after it. 
In the majority of cases, the degree to which each 
characteristic listed is exhibited by the student is indi¬ 
cated by a check mark or by a number or letter in the proper 
space. In the national survey on Cumulative Records pre- 
vlously mentioned, 53% of the city and county secondary 
schools recorded Personality, Citizenship, and Habit Ratings. 
It appears that the forms considered in this study fell a 
little behind the national average in this respect, since 
only 49.3% recorded any such items. 
> ' • 
■ - . ■ ; . 
■ 
.. 
CHAPTER XV 
EMPLOYEE MERIT RATING FORMS 
( 
CHAPTER IV 
EMPLOYEE MERIT RATING FORMS 
Number of Forms - - In this chapter we will consider 
those items which are evaluated in the rating of employees 
on the job. While any person employed by another Is rated 
either formally or informally at one time or another, the 
Merit Rating forms here considered were chosen because they 
* 
present an organized source of authentic information on the 
rating of people Hon the job'1. The forms represent 68 
companies in Connecticut. However, since 50 companies use 
the same form, one used by a National Industrial Association, 
a total of 19 different systems of rating are involved. Also 
since many companies use separate forms for factory, clerical 
and supervisory help, students in training program, and new 
eniployees, there are a total of 39 separate forms represented 
in the tabulation. The figures tabulated represent a total 
of all of these several categories. 
Nature of Items - - In listing the items found on these 
forms the following types of items have been purposely omit¬ 
ted: 
Personal items (name, department, shift, etc.) 
Instructions to raters 
Remarks by raters 
Action taken on report 
Explanations or definitions of items 
These items would be of considerable importance if a 
new rating form were being prepared. Cur objective here, 
20 
however, Is simply to determine the factors or characteris¬ 
tics considered in rating employees. To simplify the inter¬ 
pretation of this information, the attempt has been made to 
group those items which seem in some way related. 
«• • * t< . . 
The forms range in size from a 3 x 5 card to a 17 x 11 
p ■*..'!> It . 
folded sheet. While there are some variations, most of the 
* 
rating forms are of the '’rating scale” type, listing several 
characteristics and providing space to check 1, 2, 3, —, 
outstanding, above average, average, —, or 4, 3, C, —.. The 
number of items on any one form ranges from five to twelve. 
In several instances items have not been tabulated in 
their original wording. For example, the item “Consider the 
Ability of the Employee to Work with and for Others; Attitude 
Toward Work, Associates and Companywas listed as “Cooper¬ 
ation” since the word cooperation is used in each of the 
four subdivisions of this item. Because the principal con¬ 
cern here is with the various personal qualities which are 
rated rather than the particular wording of each item, those 
items having an apparent similarity have been grouped. The 
item “Personality” for example, includes: personal qualities, 
self-control, perseverance, expression, integrity, character, 
self-confidence, emotional stability, disposition, tactful¬ 
ness, decisiveness, mental vitality, concentration, and ap¬ 
pearance. 
In addition to the items found on the Connecticut 
c, 
forms, Table IV Indicates the frequency of appearance of 
- 21 - 
TABLE XV 
Items Appearing on Merit Eating Forms 
Connecticut Forms Other Forms 
Item Times 
Kent! oned 
% of Total 
Items 
Times 
Mentioned 
% of Total 
Items 
Cooperation 34 11*3 148 
* 
9*5 
Quality of Work 27 9*0 166 10.6 
Knowledge of Job 26 8.7 129 8*2 
Judgment 25 8*3 94 6*0 
i 
Personality 24 8*0 106 6*8 
Initiative 23 7*7 115 7*3 
Dependability 22 7*3 131 8*4 
Quantity of Work 21 7*0 165 10*5 
Adaptability 18 6.0 111 7*1 
Leadership 17 5*7 69 4*3 
Attitude Toward Job 13 4*3 81 5*2 
Attendance 10 3*3 55 3*5 
Industry 9 3*0 37 2.4 
Physical Condition 4 1*3 33 2*1 
Miscellaneous 27 9*0 126 8*1 
Safety Habits 
Originality 
Length of Service 
Neatness 
Overall Performance 
Care of Materials 
22 - 
the items found on other Merit Eating forms. These “Other 
Forms” include those used to rate State employees in New 
York, Michigan, and California, and also the forms in¬ 
volved in two separate surveys on Merit Rating. One 
listed the “Frequency of Factors in 132 Rating Scales 
Used in 106 Organizations”^; the other listed r,Traits 
Most Frequently Used” by 64 companies^. The entries under 
* 
“Other Forms” in Table IV represent a summary of all items 
on the State forms and In the surveys. Here also similar 
items have been grouped# 
The principal differences in the items found on the 
? 
various forms appear under “Miscellaneous”. In other 
words, the major items on the Connecticut forms also 
appear on one or more of the other forms. It should be 
bome In mind, however, that this similarity Is in the 
personal qualities considered and not necessarily in the 
wording, since similar items have been grouped. 
Rank Order of Items - It should not be assumed that 
the rank order of these items based on frequency of appear¬ 
ance indicates the relative Importance of the items. Here, 
(3) Mahler, Walter R# “Some Common Errors in Employee 
Merit Hating Practices#” Personnel Journal Vol# 26, No* 2 
(June 1947) pp 68-74. 
(4) Spicer, L#G# “A Survey of Merit Rating in Industry.” 
Personnel (May 1951) p* 515. 
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as with the school forms, the relative importance of the 
various items will be influenced by the conditions existing 
in each individual company. The writer feels that the 
relative importance of the various items is more truly 
indicated by the order in which the items actually appear 
on each form, 
1 : ■ . v ' . . ... / . . ■ 
Table V lists eleven of the major items found on the 
Connecticut forms in the relative order in which they 
actually appeared on each form.. The list represents not 
any one form, but a combination or average of all forms, 
,:z;;r ' 1 — . --- - - -- 
TABLE V 
Rank Order of Merit Rating Items 
Quality of Work 
Quantity of Work 
Knowledge of Job 
Adaptability 
Cooperation 
Dependability 
Judgment 
Initiative 
Leadership 
Attitude Toward Job 
Personality 
( 
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It is Interesting to note that Quality of Work11, 
"Quantity of Work", and "Knowledge of Job" head the list 
in Table V. These items are quite different from the 
others since each provides a more or less objective 
measure of achievement or the skill and efficiency of the 
employee on his job*. The other Items, while they obviously 
have a bearing on the progress of the employee on his job, 
are actually more indicative of his overall value to the 
company and his promise of future growth. 
CHAPTER V 
COMPARISON OF SCHOOL RECORD ML KERIT RATING ITERS 
CHAPTER V 
COMPARISON OF SCHOOL RECORD AND MERIT RATING ITEMS 
The Principal Differences - - In order to make a 
direct comparison between the items found on the school 
record forms and those found on the Merit Rating forms, 
it will be helpful to account for some of the apparent 
* 
differences between the items recorded on each type of 
form. Probably the most noticeable difference between 
the two types of forms is the absense of any single item 
on the Merit Rating Forms which compares with the "Marks" 
on the school forms. These “Marks*1 provide a more or less 
objective measure of the achievement or skill of the stu¬ 
dent, and represent the major item found on the school 
forms. The writer feels that the factors which are con¬ 
sidered in deriving school marks are accounted for on the 
Merit Rating forms under the headings: “Quality of Work”, 
"Quantity of Work", and "Knowledge of Job", This apparent 
difference between the two types of forms is in the wording 
rather than in the actual factors involved. 
The table on "personality Items Appearing on School 
Record Forms" indicates that considerable emphasis is 
placed on "Emotional Stability" and "Personal Appearance" 
ab well as on "Personality". On the Merit Rating forms 
"Emotional Stability”, and "Personal Appearance" were 
comparatively insignificant and were included under "Person 
< ■ 
ality". . The difference here is merely a matter of emphasis 
The Item "Seriousness of Purpose" found on the school 
2? 
forms does not appear on the Merit Rating forms* The writer 
has experienced considerable difficulty in determining the 
particular qualities which would indicate “Seriousness of 
Purpose1’, but feels that “initiative” and “industry” pro¬ 
bably provide a measure of much the same qualities* 
On the Merit Rating forms the item “Accuracy” is rela¬ 
tively insignificant and, since it is a major factor in 
determining “Quality of Work”, has been included under this 
heading* The writer feels that the matter of accuracy must 
also have been an Important factor in determining school 
“Marks". Certainly the factors involved are accounted for 
on both types of forms. 
The Items Compared - - In the table on "items Appearing 
on Merit Rating Forms”, the principal items appearing on the 
Merit Rating forms are matched with the corresponding items 
found on the school record forms. With the exception of 
the item “Adjustability” found on the school forms, the 
Items under “Miscellaneous” in the table on “Personality 
Items Appearing on School Record Forms” and the table on 
“items Appearing on Merit Rating Forms”, have been omitted 
In this comparison* 
Table VI shows quite clearly the striking similarity 
between the items considered in evaluating student progress 
and those considered in rating employees on the job. Al¬ 
lowing for some differences in wording, it is apparent 
that both forms are evaluating practically the same personal 
( 
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TABLE VI 
Matching of Principal Items on 
School Record and Merit Ratine Forme 
— 
School Record Items Merit Rating Items 
School Marks- 
Concern for Others - 
Industry - - - - 
Responsibility 
Initiative ~ 
Influence - 
Health - - - - 
Personality - 
Emotional Stability - 
Personal Appearance - 
Seriousness of Purpose 
Accuracy- - 
Judgment- - -- 
Behavior- - - - 
Punctuality - 
Adjustability 
- Quality of Work 
* \ 
- Quantity of Work 
- Knowledge of Job 
- Cooperation 
- Industry 
- Dependability 
*• 'i t 
- Initiative 
- Leadership 
- Physical Condition 
- Personality 
- (Included under Personality) 
- (Included under Personality) 
- (Initiative, Industry) 
- (Included under Quality of Work) 
- Judgment 
- Attitude Toward Job 
- Attendance 
- Adaptability 
*** 29 - 
qualities. Certainly it can not be said that people are 
evaluated on certain factors while in school and on other 
♦ 
factors when they go to work. The writer frankly ac¬ 
knowledges that finding such a close similarity between 
the two types of forms was not anticipated at the outset 
of this study. In fact, this study would not have 'been 
made, if it had not been suspected that the two systems 
might be rating different factors, 
Deflnltl on of Items - - 3ince we are concerned in this 
study more with the personal qualities rated, than with the 
particular wording, an explanation of the meaning or a 
"definition” of the items in Table VI should be helpful. 
With the exception of the Item "School harks", the follow¬ 
ing definitions are based on information found on the Merit 
Rating forms examined, since this information is not found 
on the school forms. 
School Marks - - Some Idea of the significance or 
meaning of school marks may be found in the following state¬ 
ments by Dr. C. C, Ross.^ "in determining any mark, only 
those factors should be taken into account which afford 
evidence of the degree to which the pupil has attained the 
objectives set up for that particular course." ... "Since 
school marks are supposed to represent scholarship, only 
(5) Ross, C*C. Measurement in Today1s Schools 
PP 405» 411 
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those factors should toe considered which afford definite 
evidence of pupil achievement, and a.ll extraneous Items 
should toe rigorously eliminated. Separate marks should 
toe entered for other objectives regarded as Important toy 
the school. Each mark used should toe carefully defined." 
This seems to justify the comparison of “School Marks” 
with "Quality of Work", "Quantity of Work", and "Knowledge 
of Job", since they are all strictly measures of achieve¬ 
ment. 
Quality of Wrork - - Here performance is measured in 
terms of established accuracy standards. Tangible evidence 
of quality may be found in the amount of scrap produced, 
and the amount of re-working necessary, Presentatollity 
and neatness of work may toe considered along with accuracy. 
Personal characteristics such as: thoroughness, orderliness, 
ability to detect errors, attention to details, care of 
equipment, negligence, carelessness, and need for special 
supervision, may also toe considered. 
Quantity of WTork - - This item measures output In 
comparison with normal standards of accomplishment. The 
amount of satisfactory work produced in a given time and 
the assistance needed are considered. 
Knowledge of Job - - The rating on this item must be 
made much more subjectively and is based principally upon 
the quality and quantity of work produced. It provides an 
estimate of the understanding of the employee of the re- 
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quirementa, methods, operations, and equipment pertaining 
to his job. The application of specialized training and 
previous experience to his present job is considered. 
While the Quality and Quantity of Work produced pro¬ 
vides some evidence of Knowledge of Job, they do not neces¬ 
sarily indicate the employee1s understanding of the job. 
A person with extensive experience on the job may produce 
<*. 
a large quantity of high quality work, yet still have a 
limited understanding of what he is doing. On the other 
hand, a person with extensive training and limited experi¬ 
ence may barely meet the standards of quality and quantity 
V 
at the time of rating, yet be a potential asset to the 
company. This item allows for a distinction between skill 
and understandlng. 
Initiative - - Initiative refers to the qualities of 
self-reliance and enterprise which enable a person to start 
a job and carry it through to completion without special 
instruction or prodding. It implies resoursefulness and 
the ability to think along original lines. The activity of 
the person in seeking his next job and his endeavors to in¬ 
crease his value to the company are also considered. Sug¬ 
gestions of improved methods provide evidence of the person*s 
initiative. The willingness to go ahead on new or unusual 
problems and accomplish results under adverse conditions may 
also indicate initiative. 
Industry - - This item is an estimate of the extent to 
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which the employee has utilized his time for productive 
effort* Diligence, attentiveness, concentration, and appli¬ 
cation to duty are considered* While a person showing initi¬ 
ative would probably also rate high in industry, an industri¬ 
ous person would not necessarily show the qualities con¬ 
sidered under initiative. 
Cooperation - - This item has to do with human re¬ 
lations and Is an estimate of the ability of the person to 
work harmoniously with his associates. The term is often 
used very loosely, since a variety of personal qualities may 
be considered. While cooperation might be described gener¬ 
ally as the "capacity for team work", raters may also con¬ 
sider attitude toward work and company, general manner of 
behavior, receptiveness to new ideas, desire to conform to 
rules and policies, consideration of rights of others, self- 
control, patience, tact, courtesy, discretion and loyalty. 
This item is also difficult to rate objectively because the 
rater may be Influenced by his own personal emotions rather 
than the facts in the case. 
Dependability - - The terms dependability and relia¬ 
bility are often used interchangably and characterize a 
person who inspires confidence or is trustworthy. A depend¬ 
able person is conscientious and consistently does accepta¬ 
ble work. The willingness to accept responsibility and the 
necessity for follow-up and prodding may be considered in 
evaluating dependability. Attendance may also be considered. 
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Leadership - - This item is considered in rating super¬ 
visory employees and is a measure of the ability to organize 
the efforts of others for maximum efficiency. While the 
term is difficult to define, the following expressions taken 
from Merit Hating forms may help to explain the qualities 
considered: success in developing morale and getting work 
done without driving employees; ability to inspire and in¬ 
fluence others; ability to get results through people; re¬ 
spect for subordinates; creates high group spirit. 
Personality - - This item is used in a very broad 
sense and covers a wide range of personal qualities which 
may affect the success or effectiveness of a person on his 
job. While the term ’’Personality” is sometimes used, more 
often specific personal qualities are listed. The rating on 
this item must be very subjective and may be influenced by 
the prejudices and emotions of the raters. Some of the 
personal qualities considered under personality have already 
been listed in the chapter on ’’Employee Merit Rating Forms”. 
Judgment - - Judgment refers to the ability of a person 
to analyze a problem, evaluate pertinent factors, and arrive 
at sound conclusions. Discrimination, foresight, and common 
sense are terms often-used in conjunction with judgment. 
This item is especially important In rating supervisory help 
where the fairness and reliability of decisions is a factor. 
A person showing good judgment uses clear thinking and sound 
logic and does not rely on ’’snap judgment”. 
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Attitude Toward Job - - ’While ‘’Attitude** is often con¬ 
sidered under ’’Cooperation** this item concerns the conduct of 
the person on the job and his attitude toward his work and 
the company. Minor Infractions of the rules are sometimes 
considered in the rating. 
Attendance - - Presumably attendance has some bearing on 
a person* s dependability and attitude toward the company,. 
Adaptability - - This Item provides an estimate of the 
ease and speed with which a person learns new duties, 
f 
General Observations - - While the school forms are not 
explicit in defining the various terms used or in explaining 
the meaning of "MarksM, the writer feels that the foregoing 
definitions could, by rewording, be applied with equal sig¬ 
nificance to corresponding items on school forms. It is not 
the purpose of this study, however, to formulate a universal 
rating form. The table on the "Matching of Principal Items 
on School Record and Merit Rating Forms” was prepared not as 
an ideal listing of items, but rather as evidence of the high 
degree of similarity existing between the factors considered 
in each type of rating form. 
To establish the validity of the items appearing on 
either type of form would involve an extensive study of the 
objectives or standards upon which each system is based. 
Such a study is beyond the scope of this paper. However, an 
answer to the question **Why evaluate employees or students 
at all” should throw light on the nature of these objectives. 
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The Purposes of Merit Rating - - The following is a 
list of alms and purposes revealed in ”A Survey of 94 
.Companies” by the Conference Board of the American Manage¬ 
ment Association.^ 
1. To help in deciding who should be promoted, de¬ 
moted, or given a raise in pay. 
2. To discover workers* weaknesses as a basis for 
planning training. 
3. To uncover exceptional talents. 
4. To furnish a basis for discharge of totally unfit 
employees. 
5. To help top supervisors learn how each person is 
appraised by his foreman. 
i - *» 
6. To help ton supervisors Judge the fairness, severi¬ 
ty, or leniency with which supervisors judge their 
people. 
7. To help in assigning work in accordance with 
workers* ability. 
8. To serve as a check on employment procedures 
generally and interviews and tests specifically. 
9* To stimulate people to improve. 
10. To develop people's morale through stimulating 
confidence in management's fairness. 
(6) Dooher, M.J. et al Rating Employee and Supervisory 
Performance, p. 22. 
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Employers also need answers to such questions as these 
1*• How are they doing on their jobs? Do they measure 
up to the standards we need to produce a high- 
quality product at a competitive price? 
2. What are their weaknesses so we can help them 
improve? 
3. What are their strengths so we can make full use 
of these? 
4. Apart from just doing their job, do they fit in 
generally with our way of doing things? 
5. Are they getting ahead as fast and as far as 
their ability will take them? 
To fulfil such purposes as these, it is evident that 
the rating plan must provide detailed and explicit in¬ 
formation concerning the characteristics and capacities 
of each employee. To say that an employee is a Mlower 
than averageM or a HC-M turret lathe operator would be 
quite meaningless to both the employer and the employee. 
Merit Rating forms - even the simplest ones - rate not 
in terms of the job, but rather in terms of the individual. 
The progress of an employee is based not only on quality 
and quantity of work and job knowledge, but also on each 
of the other factors considered. 
(7) Ibid, p* 21, 
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The Purposes of Student Evaluation * - The answer to 
the question "Why evaluate student progress” Is evident to 
a degree In the definition of marks already given, A more 
* 
accurate and complete explanation of the reasons for evalu¬ 
ating and recording student progress can be found In the 
following excerpt from an "Overview of the Significance of 
the Cumulative Record at the High-School Level”, by Philip 
A* Boyer.® 
"The cumulative record should reflect the objectives 
of the school. If it does not do this, it will have no 
relation to the educational program and will not be a chart 
of the progress of the individuals development. In fact, 
the mere recording of any trait is a measure of the rela¬ 
tive Importance given to that trait by the school. This 
idea of importance is bound to be Imparted to the pupil. 
These are the things pupils talk about among themselves 
and at home. Thus, if a cumulative record consists almost 
entirely of teacher*s marks in subjects, the teacher*s marks 
in subjects will loom large as objectives In* the minds of 
the pupils. On the other hand, if the cumulative record 
emphasizes changes in character traits, developing attitudes, 
widening ranges of interest, and growth in skills, these 
will assume the importance they deserve and they will serve 
(8) _ Handbook of Cumulative Records U.S. 
Office of Education Bulletin 1944, No. 5, 1945. p. 8. 
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as major guides to pupil growth. In life, what you are 
speaks louder than what you say; in school, what you re¬ 
cord looms larger than what the teacher says is important. 
Thus the nature of the cumulative record in a real sense, 
determines the basic objectives of the school”. 
Kr. Boyer also states that the cumulative record 
should record significant items in the case history of each 
pupil: his advancement toward maturity, the problems he 
has met and solved, the use he has made of his abilities 
in overcoming difficulties, the experiences which have 
been satisfying and those which have been annoying. The 
record should also make it possible to discover th© indi¬ 
vidual in the areas of reflective thinking, sustained 
intellectual and aesthetic interests and the control over 
problems of practical living. 
Here, as with Merit Hating, It Is apparent that 
evaluation, to be significant, must be based on sound ob¬ 
jectives and be stated in terms of the individual rather 
than in terms of subjects or jobs. While the preceding 
statements by Mr. Boyer are In broad, general terms, there 
is nevertheless, a similarity between the purposes of Merit 
Rating and the purposes of student evaluation. Many of 
the purposes of Merit Rating listed above could, by ap¬ 
propriate re-wording, have equal significance in the 
evaluation of school students. It would appear that the 
qualities vhich school authorities are trying to d.evelop 
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in students bear a resemblance to those qualities which 
employers are concerned with in rating their employees* 
* , 
While it is evident that the schools are concerned 
with the development of a wide variety of personal qualities, 
it must be borne in mind that, in actual practice, the pro¬ 
gress of a student and his standing in the class are de¬ 
termined wholly on the basis of the single item “Marks 
It would be implied from the foregoing statements by Mr* 
3oyer, that the mere recording of items othejr than marks 
will make them appear important to the student* However, 
as long as the progress of the student remains unaffected 
by these other items, one could hardly expect that the stu¬ 
dent will take them seriously. An employee, on the other 
hand, is convinced of the importance of the objectives by 
which he is judged since his progress is definitely influ¬ 
enced by all items considered. 
t 
CHAPTER VI 
CONCLUSIONS 
CHAPTER VI 
CONCLUSIONS 
From the standpoint of Items recorded and the purposes 
of evaluation, Merit Rating and Student Evaluation show many 
* 
similarities* This does not mean, of course, that the two 
systems are or could be interchangeable. Where the schools 
are evaluating the progress of persons in adjusting and pre¬ 
paring for life in a democratic society, employers are evalu^ 
ating, at a later date, the progress and efficiency of the 
same persons in their chosen work* • For this reason, we 
would naturally expect to find these similarities in the 
method of evaluation*. 
The Differences - - In spite of these similarities, 
however, there are rather startling and quite obvious differ¬ 
ences between the two systems. 
1* Less than one half of the school record forms 
examined itemized any factors other than academic achieve¬ 
ment; whereas all Merit Rating forms considered other items 
in addition to skill on the job. 
2* In all cases the final grade of a student is based 
entirely on academic achievement* The final rating of an 
employee Is directly influenced by all factors Itemized. 
3. The final mark of a student defies interpretation 
since the objectives upon which It was based are neither 
stated nor evident. The final rating of an employee, on 
the contrary, can be easily and accurately Interpreted 
since each factor upon which the employee was rated Is 
- 42 - 
clearly stated. 
♦ 
—■£ Unfairness of the Marking System - - The only 
dtscernable objective on the permanent record form which is 
significant to the student is "academic achievement".. Such 
a condition is not only unfair and misleading to the stu¬ 
dent, but also makes a mockery of the real objectives of 
secondary education. 
This conclusion is borne out by the following state¬ 
ments which evolved from a discussion of "Pupil Appraisal 
in Relation to Records, Reports, and Follow-Up":9 
tf 
A child finds himself as he comes to know and to live 
with his limitations as well as his strengths. He should 
be made aware of his strengths and limitations as he pro¬ 
ceeds through school instead of leaving the rude awakening 
to the stringent requirements of college entrance or the 
exacting demands of employers." ... 
» • •* i . - • 
. * 
There Is a lack of good appraisal instruments and a 
lack of record and report forms In areas other than the 
academic skills especially in the fields of personal and 
a 
social competence and effectiveness." 
"Record systems and programs of pupil appraisal con¬ 
tinue to be limited In scope by the values placed upon the 
iichcjals. U.3. Office of Education Circular No. 363, 1952. 
PP 73, 75. 
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accumulation of credits, required courses, class ranks, 
honors, awards and scholarships based upon high marks in 
subject matter courses*M 
In spite of educational, school and course objectives, 
school marks continue to be strictly a measure of academic 
achievement. Other information relative to the growth and 
development of the student which is entered on or included 
with the permanent record Is compiled primarily for guidance 
purposes. This study would seem to indicate that many of 
the items considered In this information are actually In¬ 
dicative of student progress and should be so recorded. 
While a student should not be rewarded or penalized on the 
basis of factors over which he has little or no control or 
for which he can not be held responsible (health, I. Q., etc.), 
he should be marked or rated on those factors over which he ' 
has a measure of control. His final rating will then not 
only tell him where he stands with respect to these factors, 
but will also provide definite evidence of the sincerity of 
of the objectives of the school*. 
Such a change in the method of evaluating student pro¬ 
gress would necessitate a rewording of school objectives to 
allow an evaluation in terms of individual characteristics 
rather than courses, and some changes In the construction of 
the record forms. The formulation of such objectives and 
the development of suitable permanent record forms ls not 
only well beyond the scope of this study, but is a matter to 
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be instigated by national educational organizations and 
authorities and concluded by the school staff in the local 
community. 
Suggestions for Improved System - - The method of 
evaluating student progress at the industrial school where 
the writer is presently employed as an instructor has some 
features which might be helpful in evaluating the progress 
of high school students. At this school, students receive 
a mark of 0, G, A, or U. This mark, however, has little 
use or significance and must be accompanied by an explana¬ 
tory statement by each instructor describing the particular 
characteristics of each student. This written report does 
not follow any definite pattern, but Includes statements 
concerning such items as: 
Knowledge of the subject or skill in handling machine 
Quality of work 
Adaptability 
Effective use of working time 
Ability to get along with others 
Dependability 
Judgment 
Initiative 
The instructor may mention any item which he feels is 
pertinent and may turn in a special report on any student 
who, in his opinion, is so far below standards as to warrant 
either special help, transfer, or termination. The comments 
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by each instructor are summarized, by the supervisors and a 
final over-all account of the progress of the student is pre 
pared. Obviously such a system of rating demands much more 
thought and effort on the part of the school staff than 
would be necessary if a simple letter grade were given. 
However, the usefulness and accuracy of these detailed re¬ 
ports has definitely justified the extra effort required. 
Work of National Authorities - The Office of Educa¬ 
tion and the Commission on Life Adjustment Education for 
Youth have made extensive studies aimed at improving the 
quality of education in our public schools. Considerable 
attention has been given to the shortcomings of the present 
method of evaluating student progress, and proposals have 
been made for the improvement of present methods. The 
proposal made by Mr. Paul B. Diedrlch of the Educational 
V * P % 
Testing Service is of special interest. Mr. Diedrlch has 
prepared a "Profile Index" to be used in the appraisal of 
the progress of high school students. This Profile Index 
provides an opportunity to rate each student weak, average, 
or strong on a wide variety of specific items. It includes 
such items as: 
Security: self-confidence, poise, independence, flexi¬ 
bility, cheerfulness 
Sets reasonably high standards and tries to live up to 
them 
Good judgment, decisiveness 
— 46 — 
Is willing to help others 
Respects law and its agencies 
Responds to artistic qualities in paintings and other 
visual art s 
Is acquiring, integrating and applying knowledge of 
the social sciences 
Is developing skill in seeing relationships 
Concerning this Index Kr. DIedrich says*-*-0 
!,It is hoped that schools will gradually abandon marks 
in courses as their sole record of the development of their 
pupils. Instead, teachers should collect evidence of the 
development of those characteristics which increase the 
chances of attaining haopiness, both as individuals and as 
a society, ,,, After some further development it ought 
to be adopted, at least as a supplement to, and possibly 
as a substitute for, the present system of academic book¬ 
keeping *’• 
Since school and course objectives are clearly evident 
in the items on this Profile Index, the final "grade" de¬ 
rived may be easily interpreted and understood by school 
officials, students, parents, prospective employers, or 
anyone interested in the progress of the student. Obviously 
i * 
such a system could not Immediately replace the Carnegie 
Unit system of marking because teachers are still being in- 
(10) Ibid p. 48. 
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doctrlnated In the notion that the progress of a student 
should be judged only on the basis of academic achievement, 
♦ 
Flna1 St at ements - - 3ecause of the broad scope of the 
problem, the writer declines to make any definite proposals 
for a more effective system of evaluating and recording 
student progress. The quotations in this chapter were in¬ 
cluded simply to show the nature of the problem and some of 
the attempts at a solution. It is not to be implied how¬ 
ever, that the writer sees the Merit Rating technique as 
wholly satisfactory, Employers are continually striving to 
correct the faults and improve the effectiveness of the 
Merit Rating system. But this system can not be criticized, 
as can the method of evaluating student progress, of being 
vague and incomplete. Outstanding features of the Merit 
Rating technique are its frankness, fairness, and cla.ritv 
in evaluating vital and observable items. 
The fact that the Items found in the table on the 
1Matching of Principal Items on Permanent Record and Merit 
Rating Forms" represent better than 80$ of the items found 
on both Merit Rating and Permanent Record forms is evi¬ 
dence of the similarity existing between the two systems 
with respect to items recorded. Similarities in the pur¬ 
poses of Merit Rating and student evaluation were also 
pointed out. This is the extent of the original objectives 
of this study. However, in the course of this study, it 
has become evident that the appearance of many of the items 
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on the Permanent Record forms is misleading since these 
items are not actually considered in evaluating student 
, progress. Since there appears to be no reasonable Justifi¬ 
cation for this discrepancy, the writer feels that the 
Permanent Record forms could be greatly improved by con¬ 
structing them in a manner that i^ould permit evaluation in 
terms of objectives. 
Suggestions for Further Study - - As a result of this 
study, the writer feels that there is need for a simplified 
list of realistic, practical and useable educational ob¬ 
jectives to be used in evaluating student progress. These 
objectives must be concerned with qualities which can be 
observed and which are clearly understood and appreciated 
by students, teachers and all others concerned. It is also 
evident that there is a need for considerable research con¬ 
cerning an improved method of evaluating student progress 
and a suitable form for recording pertinent information. 
The writer is well aware that much work has already 
been done in this field, but feels that a fresh approach 
would be fruitful. The approach to the problem might 
• ' • * • -3j 
well be patterned after the technique used by industrial 
management in making a "Job Analysis” study. Job Analysis 
serves the vital purpose of determining the requirements 
of each Job and the necessary qualifications of each em¬ 
ployee. Employee rating is based upon the findings of this 
Job rating. 
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Since it is expected that most people will eventually 
work to support themselves or their families and contribute 
* 
to the support of their community and nation, it is logical 
that, in order to prepare people for their life’s endeavors, 
the requirements of these endeavors should be thoroughly 
analyzed. From this information it will be possible to 
identify the basic qualities which contribute to success 
and satisfaction in any field of endeavor. Around these 
basic qualities may then be built sound educational ob¬ 
jectives which, by proper wording, may also provide a means 
). 
of evaluating student progress. 
The development of a suitable system for evaluating 
and recording student progress will also require extensive 
research.. In the process of developing suitable Merit 
Rating forms, considerable research has already been done on 
the matter of evaluating and recording the progress of 
people “on the Job’*. Many forms have already been pre¬ 
pared which are easy to fill out, easy to interpret and 
contain valid and significant Information. The writer 
feels that a study of these forms would be helpful In 
developing a more effective school record form. 
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LETTERS OF TRANSMISSAL 
REPRESENTATIVE FORMS 
APPENDIX I 
LETTER OF TRANSMISSAL 
Rockville, Connecticut 
In connection with, research which I am doing for 
my Master’s Degree in Education at the University of Mass¬ 
achusetts, I wish to tabulate the items appearing on the 
permanent cumulative record cards used in the high schools 
of Connecticut. 
I would greatly appreciate a blank copy of the 
permanent record card or folder which is used in your school. 
The card may be folded for mailing. 
Sincerely, 
V 
John 0. Ysalker 
* Letters addressed to the Principal of each high school in 
Connecticut. 
APPENDIX II 
LETTER OF TRANSMISSAL 
* 
Rockville, Connecticut 
In connection with research which I am doing for 
my Master*s Degree In Education at the University of Mass¬ 
achusetts, I wish to tabulate the Items appearing on employee 
?,Merit Rating“ forms* This is a study to determine the 
factors considered In evaluating employee performance and 
does not involve a comparison of the rating forms nor the 
identification of the companies supplying the Information. 
If you use a formal Merit Rating system in evaluat- 
In; employees, I would greatly appreciate a blank copy of the 
forms used anu any explanatory information which you are at 
liberty to offer me. 
bincerely, 
John 0* Walker 
* Letters addressed to Personnel Managers of leading 
Connecticut industries. 
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HATING REPORT - NEW EMPLOYEE To he completed by Personnel Department 
TARDY ABSENT DAYS 
name 
DECISION 
DATE EMPLOYED 
1. This form is to be completed and signed by the 
immediate supervisors of the new employee and must 
be approved by the Department Head. 
2. Please read the entire form carefully before 
completing any part of it. 
3. Consider and determine the rating on only one question 
at a time. Avoid letting your decision on any one 
influence your judgment on another. 
4. This is to be an objective and impersonal rating 
of a new employee under your direct supervision. 
It is important to the emvloyee, to the Company, 
and to yourself that you exercise careful judgment 
and that your ratings be completely fair and 
impartial. 
To what degree does this Employee: 
OUT 
STANDI NG 
EXCELLENT GOOD ACCEPTABLE 
SU B- 
STANDARD RATING 
1.Get along with associates. 10 9 8 7 6 5 4 3 2 1 
2.Accept advice and suggestions. 10 9 8 7 6 5 4 3 2 1 
3.Show interest in his work. 10 9 8 7 6 5 4 3 2 1 
H.Grasp and remember details readily. 10 9 8 7 6 5 4 3 2 1 
5.Produce reliable and accurate work. 10 9 8 7 6 5 4 3 2 1 
6. Produce quantity of work equal to standard for new employee. 10 9 8 7 6 5 4 3 2 1 
7. Give attent ion to his grooming and neatness of h is appearance. 10 9 8 7 6 5 4 3 2 1 
8.HAS EMPLOYEE ANY TRAITS WHICH TEND TO DETRACT? (If so, what?) TOTAL 
_ RATING 
9.WHAT WAS EMPLOYEE’S ORIGINAL POSITION? 
WHAT IS EMPLOYEE’S PRESENT POSITION? (If different, explain reason for change under “Remarks”) 
<0.EXPLAIN ANY OUTSTANDING OR SUBSTANDARD RATINGS UNDER ’’REMARKS” 
"•HAVE YOU DISCUSSED ALL DEFICIENCIES AND SUBSTANDARD RATINGS WITH THIS, EMPLOYEE? 
12,JL?PLA,n UNDER ’’REMARKS" WHY THIS EMPLOYEE 
. | I I I IS UNSUITED TO WORK 
•I—] SHOULD BE TERMINATED_B. | | OF THIS DEPARTMENT 
^•REMARKS (Continue on reverse side if necessary) 
C 
□ SHOULD BE CONTINUED I-1 SHOULD BE ACCEPTED 
ON A TRIAL BASIS D. I_| FOR EMPLOYMENT 
Return in one week to Personnel Department 
M-27?? 
DATE 
DATE 
REVIEWED BY 
APPROVED BY 
DATE 
DATE 
} 
For Personnel Department use only 
This employee should be advised of the following initialed iterns: 
—> 
INITIALS ITEM 
Accepted for employment. 
Should be commended for record to date. Continued satisfactory attitude, proficiency, 
and attendance is necessary to assure progress in salary and position. 
Further trial of months. 
n ATTITUDE n PROFICIENCY Lj ATTENDANCE is not satisfactory. 
Improvement is expected to assure consideration on anniversary. 
Marked improvement is expected to assure continued employment. 
REMARKS 
M-2722 (BACK) 
ployee progress review DATE EMPLOYED SEX MAR I TAL STATUS 
TION To be completed by Personnel Department 
TARDY ABSENT DAYS 
This form is to be completed and signed by the 
immediate supervisors of the employee ana must be 
approved by the Department Head. 
Please read the entire form carefully before comp let- 
uir,o any part of it. Check and make necessary correc¬ 
tions in the impression in the upper right corner. 
tExercise careful judgment in analyzing facts and 
Xrecords so that you can give an estimate of the 
wbmployee’s performance under each factor. 
4. This is an impersonal rating of an employee under 
your supervision. It is important to the employee, 
the Company, and you, that your rating be fair and 
impartial. 
5. Explain under “Remarks'” any outstanding or sub¬ 
standard ratings. 
what degree does this Employee: OUT¬ STANDING 
EXCELLENT GOOD ACCEPTABLE 
SUB- 
STANDARD 
4 3 
2 1 
RATING 
know what he is doing and why. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 
6 
7 
5 
^how effectiveness of effort measured in terms of 
accomplishment; the quantity of work produced. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
Produce accurate and reliable results; the quality of work 
Produced. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 
6 
7 
5 
i/ork with and for others; attitude toward work, associates 
|nd the Company. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
jrganize and complete assignments without guidance and 
irection; the capacity for assuming responsibi1 ity. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
4 3 
2 1 
4 3 
2 1 
4 3 
2 1 
IARKS 
TOTAL 
RATING 
'How long has the employee been in this position? 
ff 
'1®~9VEfT~ALL work performance during the past year, has the employee 
[Ripped back 
JNdi 
O REMAINED THE SAME □ SHOWN SOME IMPROVEMENT □ SHOWN MARKED IMPROVEMENT 
I cate the nature of the employee’s potential ability by checking one or both of the following spaces, if applicable 
^g^ABLE OF DOING MORE COMPLEX WORK CH POSSESSES SUPERVISORY ABILITY 
(Over) 
(Continued) 
9.IS THE EMPLOYEE WELL SUITED TO HIS WORK? (If not, what type of work might be more suitable?) 
10.HAS THE EMPLOYEE ANY PERSONAL TRAITS WHICH DETRACT? (If so, wha~t?) 
11. HAS THE EMPLOYEE SUGGESTED ANY CONSTRUCTIVE IDEAS CONCERNING THE WORK? (If so, what?) 
12. WHAT ARE YOU DOING TO ASSIST THE EMPLOYEE IN HIS PROGRESS? 
13. What training courses have been completed or undertaken? Include any Company, educational or other training courses 
during the past year under "Remarks." 
14.REMARKS: (Use this space for any additional comments or to complete any of the above questions.) 
Complete For Leaders Only 
15.HOW MANY EMPLOYEES DOES THIS LEADER SUPERVISE? 
To what degree does this Leader: OUT- S TAN D1NG EXCELLENT GOOD ACCEPTABLE 
SUB¬ 
STANDARD 
RATING 
16. Teach, develop and train assistants or employees under 
supervision. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
17. Plan, schedule, delegate responsibility and coordinate 
efforts of others. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
18.Build and maintain good will, respect and loyalty of 
subordinates. 
20 19 
18 17 
16 15 
14 13 
) 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
TOTAL 
RATING I 
PREPARED BY DATE REVIEWED BY DATE 
PREPARED BY DATE APPROVED BY DATE | 
- 
M—2678 (back) 
DATE EMPLOYED SEX MARITAL 
STATUS 
r- 
[SUPERVISORY AMD OPERATING APPRAISAL 
POSITION 
CODE 
Op e rating 
Employee Total (Part ||) 
Supervisor 
Tota1 (Part III) 
3. Comp]ete Parts I and II for operating employees; 
Parts I and III for supervisors. 
4. This is an objective rating of an employee under 
your supervision. It is important to the employee, 
the Company, and you, that your rating be fair 
and impartial. 
corner. 
1, This form is to be completed and signed by the 
immediate superiors of the employee and must be 
approved by the Department Head. 
2. Please read the entire form carefully before 
completing any part of it. Check and make necessary 
corrections in the impression in the upper right 
PART I - FOR OPERATING EMPLOYEES AND SUPERVISORS 
1. How long has the employee been in this 
posit ion? 
2. What training courses have been completed or 
undertaken. Include any Company, educational, 
or other training courses since last rating 
period under "Remarks". 
3.1s the employee well suited to his work? If 
not, what type of work might be suitable? 
H.Consider the possibilities of future growth 
to qualify for assignment of greater diffi¬ 
culty or wider responsibility; the employee's 
possible value to the Company in the future: 
5. Has the employee suggested any significant 
constructive ideas concerning his work? 
If so, what? 
6.Has the employee any personal traits which 
SUBSTANDARD □ 
ACCEPTABLE □ 
GOOD □ OUTSTANDING □ 
EXCELLENT □ 
detract? What are they? 
Mn overall work performance during the 
past year has the employee: 
Mow do you rate this employee's over-all 
value to the Company? 
shown marked 
RETROGRESSION EH 
SHOWN SOME RETROGRESSION EH 
REMAINED i—i 
THE SAME I_I 
SHOWN SOME 
IMPROVEMENT 
SHOWN MARKED IMPROVEMENT 
□ 
□ 
SUBSTANDARD EH ' 
ACCEPTABLE I I 
GOOD □ OUTSTANDING □ 
EXCELLENT I I 
EMARKS -fUse this space for any additional comments or to complete any of the above questions.) 
i 
1. Keep your consideration of each of the numbered factors separate and distinct from every other. 
2. Rate the individual, on each separate factor, by comparing him with an employee in any comparable position, whose per¬ 
formance in that one factor is outstanding. 
3. Explain under Remarks any outstanding or substandard Ratings. 
OPERATING EMPLOYEES I I 
To what degree does this Employee: OUT¬ 
STANDING EXCELLENT GOOD ACCEPTABLE 
SU B- 
STANDARD RAT 1NG 
l.Meet standard of quantity for his work; the ability to 
produce results. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
2. Meet standard of accuracy and reliability; the ability to 
turn out work which meets quality standards. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
3.Accept responsibility; how much guidance and direction is 
necessary; how much personal initiative shown. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
4. Exercise judgment and common sense; the soundness of his 
decisions. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
5.Work with and for others; cooperates and is tactful. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
6.Have personal habits, appearance and manner that build and 
maintain confidence. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
7. Adopt ideas and opinions of others - his open-mindedness. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
8.Acquire technical knowledge and experience. 20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
9.Train and develop subordinates. 20 19 18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
10.Identify himself with management, his loyalty to 
superiors and Company. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
. 8 7 
6 5 
4 3 
2 1 
SUPERV1SORY EMPLOYEES 111 
TOTAL 
RATING How many employees does he supervise? 
To what degree does this Supervisor: OUT¬ STANDING EXCELLENT GOOD ACCEPTABLE 
SUB- 
STAN DARD 
RAT 1NG 
1. Maintain morale, good will, and discipline among employees 
supervised. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
2.Develop, train, and encourage employees supervised; improve 
subordinates by arousing interest and ambitions and 
delegating responsibility and authority. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
3.Possess a command of knowledge essential to specific work. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
4.Obtain the accurate and dependable results - the ability to 
direct thie production of work which meets quality standards. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
5. Possess ability to produce results; the quantity of work 
accomplished. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
6. plan and organize work of those supervised. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
7.Possess personal habits, appearance and manner that build 
and maintain confidence. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
8.Identify himself with management, his loyalty to superiors 
and Company. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
9. Assume responsibility for cost reductions, for savings of 
money, material, equipment, and for service. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 -5 
4 3 
2 1 
10. Cooperate with other units - the knowledge and apprecia¬ 
tion of the problems of other units. 
20 19 
18 17 
16 15 
14 13 
12 11 
10 9 
8 7 
6 5 
4 3 
2 1 
REMARKS (Continue under “Remarks” on front page, if necessary) TOTAL 
RATING 
PREPARED BV DATE REV 1 EWED BY DATE 
PREPARED BY DATE APPROVED BY DATE 
M-3283 (BACK) 
f 
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